./' L ‘ . ‘ . ' . » LS
‘ DOCUMENT RESUME - L.

ED 241 ‘716 o : CE 038 433 . ¢

AUTHOR- /Katz Douglas S. L ! U
TITLE - . 'Volun;eers and Voc Ed. Information Series No. 271. e )
INSTITUTION - Ohio State Univ.:, Columbus. National Center for
Research in Vocational Education., -
SPONS AGENCY. ' Office of Vocational and Adult Education (ED), . :
o, *Wash1ngton, nc. . , , ’ v
PUB DATE r. 84 : -
CONTRACT . . 300~ 83 0016 : : ‘
NOTE ! * 46p. — - ‘ ‘ .
AVAILABLE FROM National Center Publications, National Center for ' %5
Research in Vocatiopal Education, 1960 Kenny Road, ;.
g ‘ : Columbus; OH 43210 (IN271--$4.25). L .- /
‘PUB TYPE Guides - Non-Classroom Use 6@%5) - ‘
.- i
EDRS PRICE =~ MF01/PC02 Plus Postage. , . : .
DESCB&PTORS Adult Educat1on’ Community Relations; *Educational

S Benefits; Educat1onal Objectives; Educat1ona1 .
: . Planning; Financial Support; Guidelines; Mode -
Needs Assessmept; ostsecondaty Education; Program il
+ Administration; *Program Design; *Program i
. Development; P ogram Evaluation; *Program
. Amplementati ublic Relations; Recruitment:
'Resources; Secondary Education; Staff Orientation; .
Staff Role' Staff Ut111zat1on' *Vocat1ona1 Education; *
*Volunteers
ABSTRACT - : , .
This report describes the benefits to vocational '
educators of involving volunteers in vocat1ona1 programsiand presents T
a model for planning.and implementing’a ¢olunteer program. -Outlined )
first are programmatic and nonprogrammatic approaches to designing
volunteer programs. Next, in a discussion of the benefits of e .. -
vocational volunteer programs, the accomplishments attained-at '
vocational volunteer programs located o Albuguergue, Chicago,
Ph11adelph1a, and Dade Counsy in Florida are listed. Various aspects
of planning a vocational volunteer program are discussed, including
preplanning, asgessing needs for volunteers, program goals and -
objectives, volunteer roles and responsibilities, financial
considerations, program administration, staff relations, and final
planning. Addressed in a chapter .of program implementation and
-operation are:staff orientation, commun1ty relations, needs
assessgent recruitment of vocational volunteers, the screening and
selection of applicants, orientation, training, placement, and .
retention. Guidelines are presented for monitoring program progress :
and evaluating the effects of the program. Provided in the remaining \
three sections of the report are concluding comments, a bibliography
of related read1ngs, and a list of references.. (MN)

- +

]
*************************************#***f*****************%***********

* Reproductions supplied by EDRS are the best that can be e *
* from the original document.
Ahkhk Xk hEk %k

KREKKKKRKKKXRRKAKKKRRAA AR AR R RA AR I Ik Ik hhhhhkhhkhkhkhkkhkhhkhkhkhkkkhkk




ED241716-.

I“ ‘i ) . .ﬂ
7 . s
¥ . ) ) B
. . + " Information Series No. 271
» . R

VOLUNTEERS ANDVOCED +« ~ S
" . » ‘1
\' - o .
2 4 N 1| Lt
1 .
A ‘;? N . “
» -" 2 ; - e , I]
- Y - - i i -
. . {
Dougtas 5. Katz
CONSERVA, Inc.
8 . ' '
[ b :
.
) . _ &
.
. c s - \ )
. Ve . ¢ .
" f » . * *
. ‘ ,
Y Yy . . ]
L[] . ™ )
- ‘ I - 1
S .
A i . , T L. ‘ )
Q{’ - ) . ; .:‘\? .. -
The Natlonal Center for Researct-in-Vdcational Education
o . - . . The Chio State Unlversity ot
ca X . - 771860 Kenny Road
L U'S OEPARTMENT OF EDUCATION -« . Cotumbus, Olo 43210 -
( NATIONAL #WSTITUTE OF EOUCATION ' . . N
Ny P30 AT (A B WGy :!.lpm.u- Tk, * . / - v ~! " ‘
1 R 1984 I ,
. ‘\\‘L) ~. ra . . . et ‘> 1o . . . ) N
q\ . | ! , ' . : - ) ..; " *
v WY - g g tqatess ma kot owgr b .
- M L oter T ‘*" . * ' -
= PEETPA IR -L;l'» [ " “, ) " . ‘e *
* . e g e SR ) L et ¢ '
Q P . ? ¢ , . L . .
EMC . . ‘ ..‘»- “". 2 . ‘.- ’.
I : L o . “ , .




N

A’*:. LT
.

o m
ProciTils
Conl-raci hll.ur'pber: -;
- Pro]t;;:l Number:
* Act urdorwhich”?
Funds Adﬁjnﬁ(md:

80urce‘.o!v00_nl}act:,

b

Contractor: -

Executlve Director:

Disciaimer:

Discrimination
Prohibited:

-

'

1

-

. = 051MH30001

N~ W

. FUNDING INFORMATION - .

4
S

¥

-

(
gearch in Vocational Edu

N 4
<
T
-

Nationa) Center for Re

" ..Clearinghouse .
- *
300830016

Fl

:Lfion, S

P .

'
/ M b
l/-.-’.

A

» .

¥

- Education Amendmerfis of 1976, P.L. 94-482.

- . ) et ‘. 4 ' 1
Office of Vocationa} and Adult Education
U.S. Department of Education
Washington, D.C. 20202

w

’ "4, ' .
s + The National Center for Research in Vocational Educafion
The Ghio State Unijversity * :
1960 Kenny Road

Columbus, Ohig 43210
5

TR
v

L]
-

.t . "I-" . A N )
This publication was pref)ared pursuant to E’fc}dntract with the Office

+of Vocational and Adult Education, U.S. Department of Educatioh.
Contractors undertakingrguch projects under government sponsor-
ship are encouraged to expreswl?egly their judgment in professional
and technical matters. Points of view or opinions do not, therefore, .
necessarily represent official U.S. Depa{nlrgent of Education position
or policy. ' - . . '

Robert . Taylor

%

&

s

*Title Y1 of the Civil Rights.Acfof 1964 states: “No person in the
United States shall, on.the ground pf race, c6lor, ot national origin, -
be excluded from participation.in, be denied the benefits of, or be ‘&
subjected to discrimination upgder.any profitam or activity receiving ,
tederal financial asgistance.” Title IX of the’Education Amendments *

" of 1972 states. "No p8rsoh n the United States shall. on the basis of
sex. bé exciuded from partitipation in, be denied the benegfits of, or . |
be swbjected fo discrimination under any #ducation program or
activity receiving Yeleral financial assigtapce.” Theretore, the
National Center for Research in vicational Education Project, like
every prograrh or-activity receiving financial assistance from the-
U.S, Department of Education, raust be operatediin complignce with -
these laws: ' . 'i“. I 2 ‘

[
v,

‘{'
N

i

g




" LTS . A, x - _‘; t - . 4
’ ] - . - ) - i . - ) - " e
. S ~ M . ' . - -‘J- vo- - ’ -
P. - - ‘ { A S \ 7
L] Y’ Fs ) ‘ - ’
- S . 4 . .. CONTENTS .
"N . y ¥, ‘,\-if . ' ¢
‘.f“ ‘ - 7, . - '_Pager
~,. : - - : ' . ’
3 . LISTOFF ] e e e = s . bea e ey
*-r,’:. S S ; IG-U-R'ES 7 . o , v .
; . FOREWORD............ e e e fenenes yii
- . + B . ' ) .
‘. EXECUTIVE SUMMARY =..0........ e b Y. g i .
. N - [} '\ r
3 INTRODL}CTION ......... T U e 1
' Progr,ammatlc and Nonprogramrriatlc Approaches ....... ' et b ........ 2
} ’ \ { h ) o
BENEFITS OF VO@ATIONAL VOLUNTEER PHOGFIAMS ......... Ny rrarrerrr e srrenees 5
. Background......: ..... ‘w .......... E— e e e S 5
7 .. ACCOMPIISAMENS " /o .ut o M ettt e e R
« PLANN!NG A VOCAT[ONAL VOLUNTEER PFIOGFIAM ............... e S PO 9
' . ‘ H
Preplannmg ................. s e e T .. 9
Assessing eec]s lorVolunteers .. .................... T e s 10
Program Goals and Objectives '.v...... P R e, s I LTI RPN RR L 11 .
Volunteer Roles. Duties. and Responsibilities .......... P s weee 12 "
Financial Considerations ... .. O e s : 15 <=
Brogfam Agministration . .......... NP e . 18
-+Staff Relations. . ........ N N e e o 17
Finalizing the F[an N, e e P P v 7 . @
'PROGRAM IMPLEMENTATAON AND OPERATION ........... S 19
".' Stafi Orlen.iatnorL .......... F S P -§' .................. - 19
"COmmumty RelatoNs,. ., .o e R e, .20 . .
Identitying Spegific Nee’ds for Volunteer Ass:stance...’:. s s bevinens ... 20 -
- Recrugmen} of ogatibnal Voluntéers ......'._ ...... e -~
. Screening and $election of Appll,cants ....... cieenen. s S P 25_ . ‘
Origntation ... .[.. e e e e P T 05" 1
Jrammg;..f?{........\.........t ................ e e R [ 27 I
Rlacement ... [........... N Lo e . R SRR 28,
’ R_etenhon .............. s e e e ey v 28
4 5 :-‘ . " ' ! ]
7 [ .
S .
b - ‘;_ 4
5 |
1 )ﬂ: 4 -
-t -
) it < - : .
‘A' ’ ’ M n.) . i !
J-}.,\I L " . '-‘ . ., - . ‘. ‘ ’
L . 4 L }
N .. . ‘ .
*oogy Y P ’ ’
M ~ ' . r - - N . R . .




- ' p .
Er""*lg’ \ - ' ‘\
L \ T . ‘ - \._ - . -
8 ’ ) » .
« \ CONTENTS (Continued) - . ,
i . f I
. . hd o ] -,
, -~ ' Page
) PROGRAM EVAL._UA'HON e et eeneeanes e e i 3
Monitoring.Program Progress:.............:.. R 31
Evaluating the Effects of theProgram ........................ Ay prgraereranant 31,
CONCLUDING COMMENTS ... v e eeeen o eeeesnennts T SRR .|
Ay '
. RELATED READING S ...ttt et e R S 35
' . »
REFERENCES ........ AT, SRR T 37
Py ~ . \ & .
. \ N " » s
P
/ ‘ '
v / / ] Ty
" . { - A
/4 ‘ |
' 3
. , . % '
/.‘- L
- 4
. ! 4 .
. ;
L] ' '
L] .
. 2 '
I
e
. . 1t ) ¢ :
N
9 ' SO
- ' T ' 4
LY
. * | »
L8 iv
4 i
‘“ A 5 .
|

By,




e o
i
% b » 2 k . .
'|’ ] . ' .
L - .
B e .
. - .
LIST OF FIGURES . " !
r - . . - - * -
P ’ . . B - ‘
» Figure 1* General Model of Program Development ............ ool
Figure 2- Sample Needs Assesérhent Questionnaire .. ...... eaeaaes v
; P ‘
Figure 3 Sample Vocational Volunteer Job DesCAPion ...........coveveetennnn, et 22
L] ‘ " . r
JFigure 4- %amplq fRequest for Volunteers Form ....:....... PR PREIEER, erer eyt
) ' o
~ [ ) ] '
. y
- . |
’ * . M J)
‘ L
¢
<4 -
* ) ! . .
S
. ! 4 1
- ‘
. . :
v . |
‘ /
r




.t

. FOREWORD - "
. Volunteers and Yoc Ed describes the benefits to vocational education of invoiving volunteers
in the p\rbgram A modetl for planning and implementing a volunteer program is pregsented along

s with numerous resources. ' : ‘

This paper is one of nine papers produced by the National Centef Clearinghouse’s Information
* Analysis Program in 1984, It is hoped that the analysis of information on topics of interest to the L
field of vocational education will contribute to improved programming. Papers in the ser:es should -
be of interesy to all vocational and adult educators. including fedéral and state agency personnel, .

teacher educators, researchers, administrators, teachers, and support stafi. J .
. o, T, .

The profession is indebted to Dr. Douglas S, Katz for the.scholarship demonstrated in the
preparation of this paper. Dr. Katz 15 Vice-President of CONSERVA., Inc., Raleigh, North Carolina.
He directed a national project to improve the utilization of volunteers in vocational education,
sponsored by the Otficg of Vocatonal and Adult Education, U.S. Departmenit ot Education.

Dr. Donald Clark, President, National Association for Industry-Education Cooperation,
Dr Jane K Schade. Executive Director. Jobs for Anzona Graduates, and Dr. Barbara Khine and
Carol Spencér of the National Center for Research in Vocational Education contributed to the
! devetopment of the paper through their reviews of the manuscnpt. Staff on the project included
: Judy Balogh. Dr. Wesley Budke. and Dr. Jodith Samuelson. Ruth Nunley t'ypgd the manuscript’and
? Janet Ray served as word processor operator. Editorial assistance was provided by Ruth’Morley of
“the Field Services staff. ' . : .o

- .

Robert E. Taylor N :

. w Executive Director - -
- The National Cenjer for Researc

_ in-Vocationai Education
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- ' EXECUTIVE SUMMARY . - )

" Volunteerism in America is & time-honored tradition. Our country depends on volunteers for.
such diverse functions as crime prevention, health care services, fire fighting, and retigious
instruction Many of our citizens are involved in the volunteerism movement. A recent su rvey found

that over 50 percent of a sample of adult Amaericans performed volunteer activities duning 1980 and
1981. L C
t .

Vocational educators frequently invite volunteer guest lecturers and dermonstrators into their
classrodbms However. most programs leave the responsibility for identifying, recruiting, and onent-
ing volunteers to the individual instructor. This lack of coordination leads 10 such undesirable out-
comes as duplication of effort and overusé of limited resources. An orgamzed program resolves
these problems by serving a3 the interfacé bdtween vocational education’s need for volunteer
assistance and cornrnunlty resourges that possess the potential to meet those needs. This paper
provides guudelines tor planning and implementing an organized volunteer program n vocatignal
education It is intended to be dsed by vocational education administrators at the local level. but 1t
provides information useful to individuals$ In 8 number of different roles. ’

.
'

The expanded organized mvolyernent of volunteers gffers vocational edycators assistance in
maintaining and improving vocational education programs duning what prom?é‘bs to be an
eitended period of limited resources and demands for exceltence.

' ¥

Perhaps even more important. the involvement of citizens in school programs will further the
community’s understanding of the purpgses of vocational education &nd its potential for meeting
the needs of students and the community. .

Some benefits to schools of using volunteer assistance are Jiustrated by the follovwng ways
volu nteers have served in demonstration programs:

¢ Worked to develop a statement of phitosophy for vocational educahon within the school
- district’ ‘

.* Worked wah the board of education and district administrators t0 review the nrnplrcahons
of the stalement of philosophy

Helped to develop role descnptlons for personnel within the vocational education
departrnent . ¢

. .
Developed & systems approach to be used in vocational education curriculum:

development .

. ¥

Worked with the vocationa! education department on developing staffing patterns aly
adsociated financizl requirements , ’
—

.




Assigted in the design and operation of inservice educatlon programs for vocational edu-
cation instructors -

. 2 L) -

* Revigwed existing c"i.lrriculum offerings and proposed alternative arrange.ments'

Assusted in designing and obtasnlng approval, of new vocational education curricula

the developmeritof a pr0posal to be presented to the board of education for a
ational education center

. r
- -
-

e "Developed an |tem|zed listof current and anticipated costs associated w;th the existing
and proposed vocational prpgram . b
* Assistedin counseling vocational education stydents |

b
®* Provided small group and individual instruction in occqpational areas

~

. PrO\nded remedlal and enrlch ment activities 10 stu dents

"® Assisteda vocat|0nal education department in resolwng problems relating to equupment

and supplies

=

[

Served as guest lecturers in vocational education classes

1

Demonstrated and dlscussed new equ:pment to be used to train studenis in servicing
equipment i .
} b,
Plannlng is a critical factbr in the success of a voiunteer prOQram A feasibility study 18 needed
to determine whether omot the development of a vocational education volunteer program is’
desirable and possible 15 implement. The initial question for discussion dyring "‘IIS preplanning
. perlod is thls P ‘ . - ‘
e Could we use additional Yesources 0 our vocationa} education program. hnd if s0, coutd
wvolunteers provide the types of resour.ces we need? ) t

As you consider this question, it is important toconcentrate yopr efforts on—""

e determining how your vocational educatio! m might be i.mprOved.

P ' = - r L - .
* what volunteer assistanct is available from the community, and
* how volynteers might bring about need improvements. S
P . [ -' .~

Once this question is answered in the affirmative, a needs assessment should be completed to

gather informatio through which to determine ﬂ]e followlng . '
* \
* The goals and objectives of the volunteér prOgl:am, .
[ : - . ’ . .
® The poiential scope of activities to be performed by volunteers '

* The types of individuals or organizations that should be recruited. s volunteers

[
»




Representatives of all groups concerned with the vocational education program should be
involved in completing the needs assessment. This helps to build support for the program and to
Aacilitate the gathering of the broadest range of information. T ’ o

b

3

‘- Planners should concern themselyes with such tasks as (1) defining the roles, du'tieé. and
_ responsibilities of volunteers, (2) planning finantes, (3) designing program administrative struge

. ture, (4} designing a program monitoring strategy, (5) plahning a supervisory strucfure for voluny
. teers, and (6) providing for stafi re!atlons .

- . ?
] .

Implementat:on of abocat:onal volunteer program involves {1) staff orientation, (2) community . )
relations concerns, (3) identitication of specific needs for volunteer assistance. (4) recruitment of
volfunteers, (8) screening and selection of applicants. {6) orientation of volunteers, (7) training of
‘volunteers. (8) placement of volunteers..and (9) retention of volunteers.

/ .

Program evaluation is needed to provide information &pon which to base decisions concern-

ing’program operations, and to demonstrate program impact. Evaluation involves monitoring the

' progress of the program toward achieving goals and makmg judgments about the value of the
program. . , ’
< .
A carefully planned and impiemented vocational volunteer program can make a significant
contribution to program improvement efforts of vocational educators. Such programs can offer

vocational educators a return on effon?that far exceeds that of many other uses of program
resources - oy -

" .

. . - +




. . INJRODUGCTION "~ .

’ § ) ;

A century and a half ago, the noted French political theorist and student of the Ameri’can
scene. Alexis de Tocqueville, was greatly impressed by the voluntary involvement of Ame;icans ln
s0 many aspects of their society. At titat time he observed that “feelings and opinions are re-

ruited. the heart is enlarged, and the human mind developed only by the re;uprocal i,nfltience of
people on eaqh other” {de Tocqueville 1835‘} { '

The spirit of voluntary involvement that de Tocqueville had witnessed was not a trta'nsitory

phenomenon of a new and growing nation. To the contrary, as our ffation matures, it eontinues not

) c'miy.to encourage voluntary involveétment but, in many situations, it also depends upon volunteers

for such wital functions as crime prevention, health care services, fire fighting. political elections,

rehigious nstruction, and direction of many of its public institutios, Whereas we often take the
cohtnbutions of volunteers for granted, the welt-bemg ‘of our cmzens is liferally dependent upon
volunteer'blood. g 4

" . . '\ ~ e + -

- The extent to which Amercans are involved in yolunteer activities is difficult to quantify due to
the lack of any,widely accepted definition of what constitutes volunteering. Nevestheless, esti-
mates of volunteer involvement are availzble. For example, a 1981 Gallup survey found that 52 pers ”
cent of American adults performed vohinteer activities between March of 1980 and March of 1981
Thirty-one percent of those who were inclbded in that national survey regularly spent more'than
one hour per week on yolunfeer work {"The 1881 Gallup Survey on Volunteering” 1982)

in the field of education, another source estimated that the number ot citizens serving as edu-

cational volunteers was approximately 6 milion persons {National, School Voiunteer Program’,
1979} Interms of the dollar equwaient ot volunteer work—a subject whi€h is even more difficult to

efine in an accepted way —analyses performed by Wolozin (1975) resulted in a dollar value esti-
mate of $67.8 billon for 1974 and a projected value df over $100 billion for 1980. Regardiess of
whatever dlffrCutt:es there may be i precusely defining or placing a dofiar value upon volunteer
should be clear that volunteers rnake a:srgnltlcant contribution to 6ur socuety
en we use e term "volunteers,” it often brings to mind a stereotype of peopie different
yutgelves. We might think of a person who donates some tirme to help elect a polmcal candl'
date, someone who leads a scout troop, or perhaps a paren‘t,who spends a few houis each w
prowdlngassnptance at the local elementary school. Each of these persons is a yplunteer [t is also

" likely that you either have served or arg seving as a volunteer. (The Gallup survey found thdt the

majority of Amenican aduits served as volunteers during some time over & one- year period ) But do
you think of yourself as a volunteer'? Probably not. .
P
* -

Many people volunteer their assistance and don t think of themselves ag volunteers. They are
people who are contributing their time or assistance to some cause that they believe is worthwhile
Their contnbution might be a one-time commitment, such as participating in a fund-raisirig effolt.
or a continuing one, Such as serving as an advisory committee member. And likely as not. they will
see themselves as benefiting from the particular activity. It made‘themﬁeet goed about them- i

« L

-r - 4
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« * Ongoing supervision of voluntgers e
® Apublic identity and image - . : . R
» Aformal and informal evaluation of accomplishments

. ¢ Top admihistrative approvat and Support

y . ® " Performance appraisal of volunteers . : . »
. . ‘9 Y . . .

) - 'a - N -
* Diversity of volunteer assignments .. .

. e Formally developed policies. practices. and procedures regarding %olunteer‘@;stgnrqents

' ' v ) ' . LA
* Materials describing the.volunteer program . ‘ 4

A yocational yolunteer program thus represents an organized approach for :ntihzqng volunteer
resources in response tQ the predélermingd.needs of the vocational education program. Organized
volupteer programs are planned, staffed, administered, and evalugted. They serve as the interface
between vocatlonal education's needs for vélunieer assistance afdthe commu nity resources suit-

able for rneetmg those needs. Théy require the commitment of resources that might otherwise be .

txpended on existing vocational educatign programs. However, valuable benafits can be realized
in terms of expanded use of community resources, reduced duptication of effort by personnef cur-
rently utilizing volunteers, and improved programs. All these com&ibutions justify a thoﬂ‘Sugh
exarnmatuon of the potential costs and benefits of installing a vocational volunteef prograrn

Program. Beneﬁts <
- .

A volunteer program can oﬂer vocational educatlon a creative response to the numergys dhaf
lenges it faces in the decade Of the eighties. An expanded involvement of volunteers provides the
possititlity of maintaining and improving the effectiveness of vocatio ducation programs dur-
ing what promises to be an extend'ed penod of imited resources and demands for excellence. A
vgdunteer program can contribute to prograni excelience by helping to strengthen'linkages
between schools and communities to bring abOut mcreaseﬂ respons“veness of vocét.onal educa-
tion to ever—changmg cornrmmi{y needs. - {

Volunteaers can assist in the recruitment 0f new s:u\d'e'nts as well as in the placement of pro-
gram completers. They can help to provide the support services nee*ded bf students with'special
neads to epable them to succeed n regular vocatidnal educition prograrns Through the creation
of expanded opporiunities for volunteers to become involved in the vocational education program,
‘the schoo! will further the community’s understanding of the purposes of vocational education and
its p}:tentlal for meeting the n€9ds of students and the community. Finally, volunteers successfully
utilized in vocational education can serve as cOmmlnity advocates.. prornotung increased support
‘for voca;aonal education.

- LY [

Smce volunteers represent such an important resource for vocatuonal education programs,
_this application paper provides guidehnes for planning and 1rnplernen1mg an organized volunteer
program. Although it isntended to be used by those individuals responsible for nrnplernentmg a
volunteer program, it also provides information useful to state and local vocational educatlon

administrators and decision makers.

\ .
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. The first section provides a gummary of the types of volunteer assistance yocational education °
programs in several cities received as a result of their installing vocational volu ntegr programs. ’
The generic procedures that they used to achieve those benefits are described at some length in

the two sections.following it. Whereas those procedures focus on a programmatic approach for the
planning and operation of a vocational volunteer program, much of the information on the actual

invoivement of volunteers is also appiicabie 10 individual efforts to work with volunteers. -
e . ] * ' ) - .
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BENEFITS OF, VOCATIONAL VOLUNTEER PROGRAMS

*

. .
* -

5
During the 1981-82 school year, vocational aducation programs ip four cities sat out to
improve their utilization of voluntears by installing votational vojun¥eer programs as part of a
. national project conducted by CONSERVA, Inc.. of Raleigh, Norfh Carolina, The project was
sponsored by the Office of Vocational and AduItIEducat‘ion. u.s, Departrnegt of Education,

Background

[]
*

The four sries represented secondary, p
grams. They were located in Albuquergue, Chicago, Philadelphia, and Dade County {Florida).

Each of the sites followed the procedures described in the fdllowing chapters. During the twelve-
rnont’h demonstrahon perrod the programs underiQok the followmg program deveioprnent tasks.

4
obtaining necessary profeésional and cornmumty support

o .Condubtinﬁ an assessment o! needs for volunteers T

N A

’ . 'Prepé‘ring a progr'am development plan and budget . S

* Designing logistjcal procedures for program operations

‘ » ~Developing velunteer job descriptions

.9 Orfenting staff, faculty, gnd sfudents .

* Recruiting, sefecting, and orienting volunteers '
- L]

e Placing and supervising vo!uﬁteers ’ ,
B . ) ) ) b - * hd '
* Maintaining recdrds on pfogram oparations - . .
. 3 . } . 3
* Conducing an evaluation of tl;re‘\rolunte_er prodram - )

a’ * -

“b . ) L]
At each demonstration site the school system or institution hured or a$signed a person to serve
as coordinator or director of the vocational volunteer program. In all cases. this was essentially a

A

full-time assugnmem .

\ -~ "

. o . Accompllshmenu . . '

\ el ‘ : RV
+ _— - 5 N

1 - .
B ]

x%‘

tsec0ndary and adult voitional e;!ucatron pro-

- n t
N Establishing linkages with exrshng edudational volunteer programs (l[ appllcableﬁ and

, A 4ocational voluriteer program should he planned on the basis of n assessrnent of the qeeds
of the vocational education program. Followrng fhrs racommendation, each of the four sites

LT N
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involved conducted an assessmght to determine how volunteers could best be used if the voca-
tional education program. Those assessments resulted in the development of four programs with
unique goars and ob;ectwes

. ' ]

. Because of the time trame 01 the.de'monstratron the sites hac{ only one semester to |nvolve
volunteers in their vocational education programs. {The prior semester was spent on planning.)

estabfished. Howevgr, they were able to achidve most of them. A summary of the'ways in which

volunteers pr,owded assrstance ¢ vooatrona1 education at the four sjtes tollows
A N =t : ' . ¥

.y . ) . - '

P # Worked.to develop a statement of phrlosophy for vocatronai education wrthrn the schooi
Tl - district - ¢ . -

. . . ,
.- ? . ' gVorked with the board of educatron and district admrmstrators 1o review the Implications
’ © ot the statement ot philosophy

—
i [

‘e Helped to deu_relop role descr:pteons for personnel within the vocational education

r- 'department R . IR . .

] Deveioped 8 systems approach to be used in vocational education currrcuium
devetopment .

’ ’

. wOr!red with the vocational education department on developing staffing patterns and
associated tinanciaLrequirements

T
»

Assnsted in the design and operation of inservice educatron programs for vocational edu-
. cation instructors : -

L)

* Reviewed existing curriculum offerings and proposed alternative arrangements

- R Assisted 1n"dESigMing and obtaining approval of new vocatnonal education curficula
g

* Helped in the development of a proposal to be presented to the board ot education for a

J new vocational education-center

. & Developed an itemized list of current and anticipated costs associated with the existing

~ 7, dnhd proposed vocational programs .

Assisterjin counseling vocational education students
. o i

* Provided small group and individualized instruction in occupational areas
) .\P\rOvid'ed remedial and enrichment a&ivities to students

. 'ljssnsted a voca\Jnal education department it resolving problems relating to equnpment
v . . &ntsupplies

- s N
e Servedas guest lecturers in vocatiopal education classes
T . Demonstrated and dlscussed new equipment 1o be used to train students in servicing
C equnpment . . .

. Duringthat relatively brief period, they were nof able to‘acheeve afl df the objectwes théy had , .
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L ']:n_e variety of weys in which these sites were pble to makedetter use of volunteer resources v

ts a potentlel tpr considerdbléexXpansiorn ity Hpésf vogational educafs,dn pr 8’ use of *
co munlty resousces es..The opportunity to move in that directlonclearly- exlsts A plan ned
approach for utuhz;ng" olunteers can make a sigmﬁcani contribution to meetang needs. A modal
foF developffig a vocational volunteer program is presented in the following chapters A graphic ’

representation of What model is presented as figure 1' S e .
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Assess - Establish | - - Define # Da‘jolop ‘=, | Obtain
Needs [ —---™GoalsandF--—<*1  Roles [--"“»1 Budget [—==-» Resources
-1 |- i i Objectives| . | - ' .-
L] “ . O - 1 : . ] L] ) 2
A ‘ - ) Prepare 0 1  Establish .
oo 0! — Plan + | Administrative
. "1 | Structure
. * i L] ‘. I
. : 1 . )
I - | obtainPlan ,
; - . |
PROGRAM IMPLEMENTATION Assign
- Progrém
! Director
] ‘ »
: | 1 -
r, . »
¢ Develop ‘ . Conduct Stalu Orientation
' Monltoring A
Procedures & Create COmrInunIly Awareness
| Identity Specific Needs ’
Monltor : for Voluﬂlrﬁeen
Progress '
s v RecrultVolunteers
]
' +Screen and Select Applicants
I
~ Provide Orientation and
. . Tralning to Volunteers
* |
Plsce Volunteers In"Assignments
PROGRAM EVALUATION Evaluate .
NG * Volunteer .
. ) Program N ) .
Figure 1. General model of program development
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PLANNING A VOCATIONAL VOLUNTEER PROGRAM .

- !
. . L ,"

Planning is as |rnp0r1ant in the development of a vocatlonal volunteer program as it is irf the’

e dévelopmenf of a vocatlonal educatlon program. Eﬂective plannlng is neéded—
&

L4

* tocreate a climate supportive of a vocational yolunteer program, . .

¢ o determine the needs for volunteers within the vocational edu;ation program,

to develop goals and objectives that reflect local needs.

to identify and secure the resources necessary for program' implementation, and
Lram operation.

‘. \ ¢ todetermine the proced}t‘ﬁes to be USGF in pr

)
Preplanning T

*

A preplanning stage. or feasibility study. should be completed before planning begins. This
“ involves careful consideration of wHether or not to establish a vocational volunteer program. The
initial question for discussion during this preplanning period is this:

* Could we use additjonal resources in our vocational education program, and if so. could
volunteers provide the types of resources we need?

. As you consid_eSthns question. it is imp‘oﬁ%t to concentrate your efforts on—

¢ determining how your vocational education ::eg? might be improved,

what volunteer Bssistance is av;abfe from t mmunity. and

— * how volunteers rnight bring ab
»
Dunng the preplanning stage, you will explore the (dea of establnshang a vocational volunteer
aprogtam. You will determine whether or not staff are interested in the |dea. whether the school

needed improvements.

L]

possmle solutions tathose problems and share your (deas with others. In essence. this preplan-
ning period 1s to determlne the feasibitity of mplementmg 8 vocat;onal volunteer program

. 3 the idea for such a program appears feasible. the prepianning period ts folowed by a mare
systﬁmahc planning proéess Al this time, administrative support for establishing & vocational
volunteer program should be obtaingd. This may be accgmplished by informing the administra-
tion that the rdea of establishing one appears worthy of further éxploration. based on the informa-

U.w ‘ * | \ | 19

board {or its equivalent)} would support the idea. and whether 1t 15 possible to secure the support of
the cémmunity in providing voluntary assistance. You also should consider potential problems and

tion obtained in preplanning discussions In addition, you mightYecommend that a staff member
. a ’ - .

.




. be ass;ghed to assess what a volunteer program can offer your vocational educéation program. The
imtial request is for administrative approval to explore the idea more fully. No administrative com-
mitment should be sought until the proposal has been thoroughly analyzed.

A committee should be established 1o provide guidance and support for the ptanning process.
and one or two individuals should be assigned (or volunteer for) the role of coordinating planning
activities. Such committees are common among educational volunteer programs and are generally
comprised of a mix of school pefsonrel and community representatives. Where the school district
orinstitution already has an effective vocational edugation advisory council, representatives of that
council should be invited to-serve ON the vocational volunteer plan ning committee. Other repreden-
tatives on the planning committée might include vanous individuals who could make a contribu-
tion to the planning process of su bsequent program implementation. These might include—

* educational administrators, - 4
. \

* instructors, ’ -

¢ representatives of local volunteer organizalions. - .
¢ business or industrial organizations,

¢ organized labor,

¢ |ocal government representatives, and
¢+ other interested community members.

Since the first task of the planning commitee will be top'rovide advice on the feasibility of
implementing a vocationat volunteer program\the commitmént of the committee rembers will
involve three to five meetings over an gight- to wenty-weék perigd. If the district or institution
subsequently decides to proceed with program mp{emeﬁr‘ahop.'members ofthe planning commit-

_tee shouid be inwited to serve as the advisory commuttee for the program. Additional members can
be added to the advisory committee as deemed appropnate, given the program goals'and ’
objectives ' : '69{ ’ e’

. . .

. ¥ I
AssesslnéANéed&for Volunteers
™)

o T .- .

If preptanning activities reveal a deceral agreement that the vocational education program
could benefit by expangding its utilization of volunteer resources, then’one{of the initial planning
tasks 5 to transiate that agréement nto &learly definéd needs of the vQcatignal education program
This can best be accomphshed by conduciing .?'P organized neeﬁ; assessment. Such an assess-
ment shouid survey the needs of students. instructors, adnﬂgistrq ors.fand support personnel

The needs assessment serves a dual purpose. It notonly determines how the vocazgnal edu-
cation program could be further Jmprowd. it also helps 1o build supporfifor a vocationaf volunteer
program This s accomphished By seeking the opinions and ¥dvicé of individuais who may subse-
quently be involved in the vocational volunteer,program esther as.fecipients or contributors of
volunteer se rm;%a Fos pladﬁj_} p’i.[ oseg, the n}\e;ds agsessTpnt serves gs a primary source of
information thr g_q.wh:d;{? to{.}d (e',r : e—’g£ = .
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. ‘, T [ ‘ ©T oo
® the goals and objectives of tﬁe ~volunteer program, - '
® the potential scope of activit'tes,to be performed by volunteers, and ' e & . T

-

. the types of mduvsd vals oiqamzauons that 5h0u|d be recruﬂed as valunteers'~ v #
s . b R, ‘- B “ ‘e,
A preliminary needs assessmant carrbe conducted through mdmdu&l or grpup cltscusaion?s
with school and community representatives. Those discussions shoulﬁ énbourage an_ open. expres~ 5 - A
sion of ideas concerning how the vocational education program could bé improved. Thfoughom ~ : .
the assessment, it is very important that you not limit discussions toroies that ffyexustnng s!ereu- e R
typeiof volunteers VDcatlonai volunteers can do much more than Bssist.in ctasstms .Once thts NP
is recOgnized, many new poss:bllltles will present themselves . R X . .
;' . ':' -, 'J‘ -.j' “‘ -, . . !
It is important that representatwes of all groups concerned wlth the vocatloma! educauon pro- Ce e
gram be asked to participate in conducting the needs assessment, Thiszndude.s— < ) Tl s s
» ] 5 ~00 e ~.

¢ mstructors. - R T N

5

| ]
A
b4
."-
i
)
r
Fw
i

students. . < N,

administrators. ’ L - T

L
*
4
o -
-

support personnef, . ) ] ) o

employers of vocational program gfaduates. and b L ot / .

.1

" ~ + . .t "’. ik
‘e communlty groups or associations interested in vocaI|0nal education -, '~ ‘
A sample representing the diversity of each group should be |denhhed for |rIcIusuon nthe - °
needs assessment Once that sample is identified, infermation from those representahves can be
collected by means-of personal or telephone fhterviews, mailed questionnaires, or (where apphca-
bie) questionnaires dlstrlbuted within the schools. . . : wn >

¥ . .

RN a . Ta .

A needs assessmént queshon natre providesmportant information for the pfanmhg process
whether used alone or following preliminary assessmegnt Tbe questionnaire-design process should
demgnate that items be determined by mgmbers of the planning committee (Or some other group,
that refiécts various perspectives on the needs of the vocational education program). The ques-
tionnaire should provide respondents with the opportunity to 1dentify addiional.areas that they
believe need improvement. A sampie needs assessment questionnaire app{ars' in higure 2. -

The information collected through the rieeds assessment should be tabulaté'a‘and summarized -
for review by the planning committee. Based on that information, the pianning committee should
determine the areas df the vocational ed ucation program that could benefit from the assistance of
volunteers. Thecommittee shouid identify several needs to receive attention dunng subsequent
planning activities .

el

. - ' Program Goals and Objectives
After the needs for volupteer assistance in vocational education have been identhied and
agreed upon, the planning commuttee or a subcommittee representing that group should translate
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those ar&as of needinto goi(?nd objactives for the vocational volunteer'program. For each area
/_J,ﬁeed at least one goal statement should be developed and for each goal statement there could
Lev’eral associated objectives. The goal statements will provide generg) direction for the volun-
“teer program. and the objectives will define more precisely what the program hopes to accompllsh
During.the |_rpp}ementat|on of the volunteer program, the objectives will serve as benchmarks
JP.aga‘ina‘.t.;.v.vhich to"measure progress andto iudge effectiveness of the program.

-

. . " ' ~r
The relationshnp between.a need and its. assocﬁd goals and objectives is illustrated by the .

" following exampte 3 . F .
Percefved Nee : Many program completers do not know how to find suitable employment. !
Tea bR . o B
: - . ’ - . ' !

- Goal' Tc:g\ncga e the job search skills of vocational program completers.

- . ; { - ¥ Y - © . .

vy ,r Ob]ectlvegz r ’ ~ 'M, ot

¥ e . i - C
v . ‘ﬁo recrunt from Iarge busmesses during the 19_ -19__ school year at least ten volunteers
. » who are knowledgeabie about job opportunities and/or per%oani dep?rtrnent hiring
- ﬁa s prachpes S d 2

4

-

., To malsze thé,qbove ten volunteers during the spring semester 1n conducting at least five
- . mrkshops demgned to teach students how to prepareda resunte and apply for jobs

'o To plan and conduct a job fair during the sprmg semester where vocational etcahon

, -slugents can meet with area employers . 3 , .
o . ‘ ’ ”
o, . .
- . 3 + o
+ T y -
P Votunteer Roles, Dutles, and Responsiblilties o
r ) ! *

'._ Durfng the p‘re'planmng stage when the support of instructors, administrators, and the board of
education is.ntially sought. some consideration will undoubtedly be given to the roles volunteers

- » might be assigned {and especially to roles that they will not be allowed to assume}. As the plan for

. thé volunteer program begins to take shape, the types of activities to be performed by volunteers
will become clearer. Those activities will need to be reviewed in hght of previous assumptions con-
cernmg the roles and duties of volunteers, and modifications may need to be incorporated into a
" révised description of volunteers' rolek, duties, and responsibilities.

-~
-~

One of the central issues that must be addressed in planning the volinteer program s the
extent to which voluriteers will be performing dutie¥that would otherwise be performed by staff or
not be performed at all. This 155ue must be cons-déd_w{en defining the roles and duties of voca-
tonal volunteers. Two centrai questions must be addresbed: .

-+

¢  What does thewvocational program really need? -

. e [
O}aat will staff accept as legitimate roles for volunteers" ®
y F
L ra

Obviously, the answers to these two questions will depend on the specific contextin which the
vocational volunteer prégram is {o be iristalled. However. the acceptance of the volunteer program
by staff 1s hkely to be greatest where the roles of volunteers are clearly detined. Involving staft in
the development of voiunteer role descriptions reduces the hkehhood that they will féei threatened
by the voluntesr program

)

_2
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- ] Needs Auessment Ouestlonnalre C L L.
)
Clty College Vocational Depanrnent .
The City Coflege’s Vocateonal Depanrnent is currently cénsrdenng the establishment of a pro-
gram to utilize volunteers in various capacities to enhance and further improve vocational educa-
. tiorf Volunteers would nol replace any functions performed by paid personne! but Would provide |
assistance in perforrmng those functions. As part of the pianning of such a volunteer program, we .
are trying to identify the areas that could benefit the most from the assistance of volunteers.
The questionnaire below has been preparéd to give you an Opponumty 10 express your views
concerning various aspects of the Cl!! College’s vocational education peogram. Please take a few
minotes.to let us know what your views are regarding the needs of the program. .
In responding to the items below. don’t underestimate the potential contributions that volun- g
teers from business, mdustry and the cornrnunuty in general coulcl provide to vocational
education. . . > -
1 Please place a check by ea<(h of the following areas pertaimng to vocatmnai education that
you believe are in need of considerable urnprOvernent .
— a. vocational counseling ) - . .
— b.planning new curricula ’ . . Ta
— ¢. keeping curricula up-to-date o A : ) .
—d student ptacement in jobs ' L. . . -
— e. community/employer support of vocational edulation” -
— f. recruitment of new students . L ) '
— . program evaluation Fo-n
— h. remedial instruction A .
— i students’ job search skiils <
— |- evaluation of students’ competen cues - . 3
— k. curriculum complietion rates | - , ”
— I selection of new instructors” ]
— m. inservice instructional opportunities . :
—n. student access to appropriate equipment ) o
— 0 curricuium advisory committees
— p follow-up on program completers
— q. program completion requirements .
- F. occupational analyses
« 5. field trip opportunities -
— 1. screening and placement of new students y -
— u. other: :
— v. other
- W other _- T - .

v

-
.

Figure 2. Sample needs assessment questionnalre ' ' .

.
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Needs Assessment Questionnalre (Coi'l't'.}’*. 4 ) . .
2 Which three of the items You have checked or added do you believe to-be in greatest need ob .0
|mpr0ve ment? (Use the list to flnd the Ietters correspDnding}o the three items.) .
. 3t o - — . . . . . “
— mostin need of improvement ' L
, —second most in need of improvement Ces
. — third most in need of impn’bvement ) ‘ Lo
" 3. For college personnel only: ‘ ‘

Please indicate up to five of the areas listed in which you wOuId be interested in hawng a

volunteet{s] provide you with assistance. ( g the list to find the appropriate letter for each
area.) . ct
y-
g ' 2

{Indicate letters in above space.)

4. Whichbfthe following categories best describes your current status?
o -
— vocational instrugtor
— vocational administrator
— Other college staft ) et
— vocational student . .
— employer ’ . )
— employed worker ' o ¥
— Other: :

5 Optional If you are interested in becoming furtheér involved in this effort. please provide your
name, Fnauling address, and telephOne number below.

e e 7

-

This questionnaire must be retdrned by (DATE} in order 1o be used for planning purposes. To
return, just fold on dottéd hines shown on opposite side, staple where marked. ard mail.

1

~ . ! ,/\
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An equally important considaration is the §chools' re sponsibilitlemthe volunteers. Ona of
the school systam’s initial responsibilities will be to extend its accident and liability insutance cov-
arage to include yolunteers. If volunteers will be transporling studants, staff, or other volunteers,
sacondary-coverage automobile insurance should be provided for the protection of the V°|Um99"
Schools may find it beneficial to the program to provide voluntears with reimbursement or other

assistance for transportation expenses and meals while they are mvolved in their volunteer
a85lgnmenls s

L4

Financlal Considefations . _ oo

Whereas the planning of the volunteer program might be performed by axisting staff and the
pianning committea, Subsequent program administration, operation, and development can bet
expected to raquirae the attention of at least a hal{-time coordinator or director. In most educational,
volunteer programs. the director or caordinator of yolunteers is a fuli-time salarued position
(Bender 1975, Chambaers 1972, MacBride 1980, Perkins 1966). When the program director is paid
staff, tha responsibility for administration of the program is centralized. more effactive utilization of
“resources is possible. and constant and contlnumg management 15 available 10 ensure smooth
program operatfn

The decision concernlng whether the program directorship shoyld be a full-time Or lass than
fuil-time assignment will depend on the SCODGAOfthe program {i.e.. the numbaer of schools involved.
the number of voluntears t0 be racruitad, and $o forth). Howavar, given the responsibilities of
operating a school volunteer program. it is unrealistic to expect that a directdr could successfully
implement a vocational voluntaear program with lass than half of s or her time des;gnated tothis .
task. . A PN

] ]
- .

In.addition to the costs associated with the volunteer program director's $alary and fringe
" benefits, the school system will need 0 anticipate other costs such as thosa for office furniture
and equipment. talephona saervica. postage. office supphes. secretanal and clencal assistance. and
local travel reimbursement for the coordinator. Othaer expensas rna”n‘clude insyrance coverage
for vofuntears, travel and meal reimbursement for voluntears. printing (e.g.. promotional mater:als
and diractory of volunteers). spacial avents (volunteer racognition programs. seminars. and work-
shops) *publications, and inservice training tyme for school personnel. Soma of these costs may
be mitigated if, for example. volunteers are not reymbursed for meals, printing is done by the
school's graphic arts department. and existing office furniture and aquipment are used.

Based on the costs recently incurrad by the volunteer programs prevwusly described, it
should be anticipated that a‘year-tong vocational vqj_nteer program wiil cost between three thou-
sand and nine thousand doilars (exciusive of the salaries and fnnge benefits for the program direc-
tor and secretanal support). Aiso based on the experience of those programs, the director’s salary
should be at least equivalent to that of a vocational education instructor. This provides a rough
astimate of what it will cost to install a year-long vocational voluntear program. Of coursa. your
own budget—based on the sgope of voluntear activities planned for your prog ram-c0uld vary

considerably from this estim

ﬁ:ual sourcaes of funding for the program should be identified. Muftiple funding sources
may prove to be necessary in order to cover all aspects of the program’'s oparations. Ona possiblil-
ity is to apply for funding under Subpart 3—Program Improvement and Supportive Services —of
the Vocational Education Amendments of 1976 (P.L. 94-482). Locai educational funding, of course,
should also be explored with ragard both to initial program costs and mare Jong-term funding »f

*

r
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other funds are secured for a short-term demonstration project. Fungmng from priv}\? foﬁqdations'

and corporations is another possublllty for supporting the program, particularly dx;rln.g itsdevel . . .=

opmental.and mltiaﬂmplememabon phases. in general, foundation support is torinnovative edu- -

cationat actwmes on a shoﬂ term basis. so continued funding would haye to oome from other *

sources, * ° ) & 5 . S
Corporate suppoﬂ if.any, is most likely to be in the forrn of Rieased time for employees to

vblunteer-mcludung the possibility of assigning a Lcorporat 2(%mpk)yee to serve as directof—ratﬁer

i

than as 2 grant. When corpgpﬁlons sponsor employees on al service leave. it is ral’ely for more
than one year, Therefore, when support is sought initially froli outSide sourc®s such as fOunda-
tlons or corporations, thé school shOuj be prepared to-assume f;nancu responsnbllny for thé
program followlng a successful dem,onstratuon perjod Lo \. / ~ .

L4 4 ..,

it fundlng is not ava;labfe it is sometlmes possible td securea v tunteer d,lrec?or for the pro-

' gram. An 1deal candidate might be a retired vocational education staff member who wishes to con-
inue to be involved in the vocational ed ucation program. An alterp ative ‘might be a vocational

education advisory committee member who ha$ ¥hetime, interest, and skutls necessaty, fo fulfill the

" duties of director of the vocahonal volunteer program. If a volunteer functlon is needed by your

vocational eddcalion program you should npot dismiss the idea of st’pr‘tlng such an. effoﬂ 1ust,
because the funds are'not currently available. o

- — . - .

| LT e e
, / . Prpgram Admlnlatratlon . - - '
\As suggesfed pr.ewOusly the vocahonal volunteer program durector should be a paid posuthn
The location of that posmon within the administrative structure will need to be determined before
program eperations cen begm In cases where a schaol voluhteer program is in operation, the
diréctor of vocational volunteers might report to the director of the school volunteer progrant.
Such an arrangement will facihtate coordirfation of functions comnion to both programs, such as
recruitment. selechon. and placement of volunteers. In such an arrangement, formal chann&ls i,
commun:cation must be established between the director of vocational volunteers and the director
of vocational education, Without effective communication and cooperation between these individ-
uals, the success of the vocational votunteer program is doubtful. _ -
In cases where a schooI vo!unteer program s not currently operating, it 1s recommended fhat
the director of the vocational voiunteer program report to the director of vocational education. If

the volunteer program is to involve rnore than one SChOCﬂ the director of the vacational volunteer .

program shQuld report to the supervisor of vocauonal education. The objective 1s to place the
volunteer program director under the indwidual who provides the greatest direction to the voca-
tional education program. Who this is will, of course, depend upon the organizational structure in
which the yvocational votunteer program is to be implemented. ’

- »
1Y

*
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Program Monltoring (\ ve . LT

. . . _
The etfective administration of the volunteer program will require the collection of informatian
for use in monitoring program actimties and the expenditure of program resources. Certainly. pro-
visions must be made for monitoring thé program’s expenditures.in relation to its operatmg
budget. The director should also rnamtam a current record of pamcnpahng volunteers There are
several reasons for this. . q
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¢ First, the director.will need to ensure that all volunteers have met health standards and
.liability insurance requirements of the program.
o
Second, the volunteer program otfice should e able to contact ail volunteers o inform
thent of changes in program operations 6r upcoming events.

. Th;rﬂr g@cord of volunteer Partucupatlon car be extremely helpful in assessing the extent
" to \ﬁfughyglunteers have perforrned their intended roles

A . P
- ¢ Finally. a current record-keeping system oﬁ'avallabl’e volunteers and requests for volun-

teer services is vital for purposes of placing volunteers in appropaiate assi’gnrnenté.
h “° - . - . .

i . N i
Volunteer Program Supervislon

Whereas the overal} rnanagernent ot the volunteer program wlll be the responsibility of the
program director, rnost of the.direct supervision of volunteers will be prowded by the vocationat
education person nel*who request volunteers. The nature of the vqlunteer assngnmenﬂ deter- °
mine the most appropriate procedure for providing on-the-job supervision td the volunteer. In
casedwhere the volunteer is piaced in a continruing assignment with a vocational coutse, the
coursg\instructor would be the volunteer's immediate supervisor. However, if the volunteer 1s
assigned to work with a particular student pn a continuing basis. the supervision of the volunteer
could be the responsubrllty of one of the sfudent’ s instryctors. a counselor. or angither member of
the staff. . .

r-5 -
~ -
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Staft Rela‘tlons ¢ ‘ '

T'he development and maintenance of a positive relationship between the volu nteer\ﬁ?ograrn
and vocational education personnei is imperative forthe success of the program. Through the
involvement of staff in the planning of the program and through staff onentation sessions dunng

rogram implementation, a foundation is estabiished upon which a positive relatonship can be
blilt The perpetuation of iHat positive relationship can be enhanced by actively seeking to identify
problems as they arise and by deveioping strategies for Qvercoming those probliems.

Participating staff should be encou raged to contact the volunteer program director whenéver
they are experiencing difficulty in working with a volunteer. It should be made clear to-each partic-
ipa%ng staff member that the volunteer program office is feady to assist'them whenever they are
experiencing a problem pertaining to the volunteer program. A diséussion of these ponts should

be heid during staff orientation sessions. as-described in the following section. A
< P f‘
, Flnalizing the Plan —~

-

" As planning activities progress.’the specifics of the intended, vocational volunteer program
should be documented in a written plan. The plan will serve.as a description of the proposed pro-
gram that can be reviewed by the'vanous groups whose support will bé needed 10 ensuré the suc-
cess of the program. Furth ¥more, it will serve as'a justification of the cost estimateg associated
with the operatlon of the program when funding is sought from within or outside the educational
system, . : .
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A section should be included in the Ia that addresses how the results of the vocational

volunteer program will be evalu at
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PROGRAM IMPLEMENTATION.AND QPEhATlON . . 2 ?

-
- .
- r +

v

\-_/F
If the precedlng steps h%v'e‘been tsifowed. by the time the prograrn is to begin irnplerngntatlon.

“the vocational volunteer program director wil{ have a written plan to guide him or.Her in programh ' z’
implementation The time and energy expen eveloping that plan will prove to be & wise '

y  ipvestment throughOutthe r;;ograrn impiementation process. - . o

. ¢ . -
* . . N R " V{

- * . - LI

_ ' 'staft Orientetion ‘

. - L -

s Durjng the planning of the vocationai volunteer program, initial steps will have been taken - . :
toward informing the administration and staff of the purpose of the vocational volunteer program
and the potential roles of volunteers_ Once the décision has been made to proceed with implemen-
tation, additional orientation should be provided to sturnulate further staff interest in and support,. O

f(t the volunteer program, . -. . v v . _ . -

+
' -

> Yy
An announcement of the plan to implement a vocatsonal volunteer program canserve asthe _ .
initid! step in Onentmg the staté 1o the new prograrn The announcement should provide informa-
tiori on— . R .
: ., ¥ . . T : - T,
* thegoalé of the program, o TN ¢ s W
- . L
. the‘potenuai sgrvices to ¢@ provided 'By volunteers..

']
* thename and focation of the dlrec.lor of the volunfeer prograrn and

&
] a
-

o 'the dates of staff orientation meetings. . . " T . P boLoc

If possible, the announcem}m shoujd also include a statement of support from the board/(
adrmmstrator .

o«

N . -

Onentahon rneetlngs will need to be tailored to Iocal circumstances. In sorne settlngs it rnay
be possible to offer an orientation to the vocational volunteer program at a regularly scheduled
stafi meeting !n other situations, it may be necessary or advantageous to schedule special onenta-
tion.sessions. . . . . : =
’ L . - .
Orientation should allow for two-way communication between faculty members afnd the volun- T,
teer program director Careful planning should go into preparing for these meetings. In addition to
an orat presentatlon. handouts should be provided that describe the organization of the volunteer .

prograrn guidelines for working with volunteers, and sample volunteer job descriptions. Topies for 1
inclusion might lnclude 3 o .

"e The'roles of vocatipnal volunteers ’ . . . *
“~ ‘ A : !
* Benefits that can be reali from the involvement of volunteers .
’ B - -
4. - 19




¢ :
i # Goals and ob]ectives of the volunteer prograrn .
"q - Semces providedrby the volunteer progran’l office L,
- Al ’ - - .
¢ Volunteer recruitment, screening, selection, orientation. and placement procedures -
' "Co‘ Preparation for work with volunteers T *
‘K °. /" Problem resolution procedures ' -
4 * e Evatuation of the volunteer program
: - *. Identification of the program’s volunteer needs . ' . ;
v P A . : ~ -
# Student orientation’ i - .
. Staff orientation to the program should continually be offered as the volunteer program
4 expands Therefore. provisipgns will need to be made to alert staff to upcoming orientation sessions
.. Ortoenabie them to register for orlentatuon sessions on an as-needed basis. The school adminis-
. . tration should demonstrate support for the program by prowiding staﬂ with the time necessary to
- ,f, mtend onentation sesslons out of the schoof day.
[
ﬁ; . H ' ’ ‘ “

. Communit
al unity Relations —

. Whereas staff orientation serves to ¢create a 3upportwe chimate within the school community

relations serve this function outside the school. It is from the community that volufiteers will be
recruited, and the success of recruitment efforts will depend upon developing a posutwe relation-
ship between the program and the community,
K ’ .
. T . Community 5uppor1 should be CUItlvated during prograrn'plannung and maintained throughout
thgadurataon of program activities. Community representatives involved in program planning
should be recognized publicly for their contributions and kept infored of the progress being
Nade Community leaders and influentiat groups should also be contacted and made aware of the
volunteer progr“arn. its purpose, and its potential benefits for the vocational education program and
" the community. . \ .

Informing the community of the vocational volunteer program can begin just prior to rectuit-
ment and continue thereaﬂer on a regular basis. indirect approaches such as newspaper articles,

'ﬁ; lelevision news c0verage bumper stickers, and posters can be used to alert the public to the exist-

ence of the program. However, prior to inthating a public awareness campaign. it 1S important that
fhe volunteer program be prepared to respond to tnquines that are hkely to result from the pubhc-
ity. potential volunteers are likely to lose :nterest if thewr inguiries are not answered promptly.

"'
\\ +

Identifying Specific Needs for Volunfeer Assistance

During the planning of the vocational volunteer program, a needs assessment should have
prowvided considerable insight into the vanous types of needs for volunteer serwices. That assess-
.ment also should have served as the basis for developing program goais and objectyves and for
devetoplng volumeerJob descriptions.

’ Ty
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As the program enters the implementation phase. it wilt be néc tdenttfy specmc needs

* for volunteer assistance among the various members of the vocation aI program staff. This should

be completed prior to the implementation of a recruitment effort. Through the identification of
specific need-s t8e recruitment and placement of volunteers will be guided, and additional job de-
scriptions can be developed. A sample volunteer job descfiption for & vocational shop/laboratory
assistant appears in figure 3. »

Whereas the identification of stalf needs for volunteers shouid be a continuing activity
throughout the duration of recruitment a major effort should be rngde shortly prior to recruitment.
Request for Volunteers forms distributed to members of the yocational education staff can be used
to |dent|fy specificneeds for volunteer assustance A sample of such a request form appears in fig-
ure 4., -

[} N

The distribution of the Request for Volunteers forms can be accomplished through the school
mail, at regular staff meetings. or at orientation sessions where staff members are made aware of
the purpose and goals of the vocational volunteer program. Regardiess of the distribution proce-
dure selected. it is generally advisable to limit distribution to t%Members of the staff who have
already riartic‘ipated in an orientation meeting os.have beén provided orientation materials.

Prior to distribution of the request form. it is important that a procedure be established for

* < processing the forms as they are received by the vocational yolunteer program. A suggested  °

LA I

) proce‘dure intludes the follbwing steps:

e Screen each form to ensure thal.it is complete and that the type of volunteer assistance
requested is clearly understoog Request additional information 8s necessary.

. C!assuty the completed forms according to the volunteer job description or type of assis-
'tance needed.. ‘ . ‘

¢ Review the tule of available voiu nteers to deterrnme if an appropnate a‘ﬁpllcant 15 availabte,
If none is‘available. recruit to fill the position.

* Notify the staff members that their requests have been received and give the status of the
request. -

Unfilled requests for volunteers will need to be perniodically reviewed and updated $0 that the
volunteer program staff will know which potential assignments are st:lf available. By keeping the
records of available assignments up to-date, recruitment and placement efforts can be directed
toward those assignments that offer definite placement opportunities.

.

-~

Recrultment of Vocational Yolunteers

Recruitment provides the means by which contattis made with individuals and organizations
that are potential volunteers for the vocational education program. It 1s simiar in some respects to
the development of cormmunity support for the volunteer program, although the purpose of the lat-
ter is much broader than recruiting volunteers. Through vanious recruitment procedures, members
of the community are not only informed of the purposes of the volunteer program, but they are
also made aware of tHe types of volunteer skills or services needed and are asked to help in meet-

ing’ those needs.

-
-
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; Vocational Volunteer Job Description
"‘/ " . ’ ’ L ’ (,-
Job Title: Vocational §hop/Laboratory Volunteer : . .

School/Department: AR District Schools/Trade and Industnzl and Technical Education

Time Requirements (Length/Schedule). One semesterlmlnlm um of one hour per week durlng

“school hours ) -1 .

L

Qbjeclive of Posllion To assist the shopnaboratory instructor in prepatatory and instructional
dutles .

’
A

Responsiblities and Tasks:

~

1.,

2.

Demonstrate industrial applications of technical principles

Assist in providing individual or small groyp instruction to students

-

3. Assist students with special projects
4, Demonstrate safety principles in work behavior

§ Prowide ass:stance to the mstructor m?reparmg :nstruchonal materials and evaluating *
student perforrnances

Qualifications: , . . ’ ,

Educ ation. Minimum of high school dnploma n trade ilnd industrial or technical field. or
appropriate on-the-;ob training

” . . . > .
Experqen ce. Work e:penence in an industrial shop/laboratory related to vocational instruc-
tional area

Personal Charactenstics. Ability to relate well with others. to communicate efiectivety on a
student level, and to demonstrate good work habits. Positive attitude toward teachuing and
learnifg. '

Y other Besrable

ther Desirable Skills/Interests. Some knowledge of teaching/learning principles

b Y

Training to Be Provided: Volunteer preservice traiming to familiarize volunteer with school
equipment/machinery and course objectives - .
i -

Miscellaneous ﬂ@Tuirements!COmmentsz Afgernbon and evening classes are being otfered

Figure 3, Sample vocational
L]

unteer Job description

.
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LY '\jequut for Volunteers
(Name.of Vocational Volunteer Program) - _ ' .
|l .
.- . (Address)
Sp.s . -
{Telephone Number)
* . h .
Date Department/Curriculum: -
Contact Person - ~ Location:
Number of Volunteers$ )
Needed' i} - Phone/Ext.
Type of Service Needed and Major Responsibilities
(Attach job description if available) ) :
- ‘ L]
Qualifications {education, work expgrience. special skills): L
o r
Duration of Assignment:
”~ ‘ -

Days and Hours'

L

' [ -
Pre!s_red Starting Date: _L

. ‘ P
DIREETOR OF VOCATIONAL VOLUNTEEHS_'/HECOHD

|4

R R R RN R N NP R R R R R R R R R R R R R IR R R R R R R RN S RN R R R R AR NN R R R R R R R RN RN SRR R RN R R RN RN RN RN RN

Date Request Filled ' —
Volunteer Aséigned' L ID#
4 . | .
Reason Unable to Fill:
S :
, Figure 4_Sample request for volunteers form .
. . o7 ‘ e
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At tlge neart Bt a successful recruntrnem-carnpeign are=-- Ny " ) R

. }nfpm&tton‘on the types ef volunteer services needed, T \\3
‘,‘ )-‘\ l_'. 'J’I,v::'”- ' " "
;o kno"'}vl_edge of where to Ioca’te qedple who can pr‘ev.tde ihose services and .

+
PR . “

. uﬁhzatlon ef mTltlple gtrategie’é fqr “qon‘tactmg those p\béple to request their assrstance
Recruitment procedures ehOuld‘ therefoﬁbe setecleq only atter the . specific needs for votunteera
have beer; rdenttﬁed The. personnel respe,r,isfble for recruitment m@l gnen have an informed pers-
pective of ,the types of persons 10 Iecrult and the aiternatwe procedprgs evailable for recruiting

1 - MY . . . oo
. I . e J.(" . “ , ’. . H . {?‘ - . . v : .“ : ‘,‘ ') ) . ) .
Reerurtinent pgocedures cen be(claesmed into three rnajor categOr?es e i P o
et (A ] r Fl X ‘. . ,:,’_"
: :)‘ '_r N '.1 Y . Ey
" e qndw&tdual hpproaches.”, ’.* : v : S T
: ' Gl Lo i m =
» g{oupnapproaches. and sl 02 “;. T
i N . o/ 4 T, : . ¥ _"\ :
b o epproachesto the pubhc at Iarge BT ' ®

L . . . : ‘ -y

Indwrdual recrultrnent approeches represent persomto-person forrns of communlcatronguch ,
as direct marlings telephone calis, and meettnge with sndmduals Gmup approaches include such
methods as speaking to Civic, professxonal and other oornmunlty groups, selectively placing pro-
gram recruitmeht materials at targeted locations (such as pamcuiar types of eranOyrnent settings),
and having a description of the program included in businéss or association hewsletlers. The third
category —approaches to the pubhic atlarge—sncludes radio and teiewsuon announcements, Nnews-
paper articles or advertisgments, buriper stickers, billboard advemsernents and.other one-way
forms of mass comrnumcatlon with the general public.

T ‘: i

. Group and public approacl;nes-to recruitment reach a Iarger segment of the community than do
individual approaches. However, the selection of recrurtnlent strategies should not be guded
strictly by the number of people contacted. The critical factor in recruitment procedures 15 the
extent to which the techniques will serve to recruit people who possess the types of skills or
resources needed by the vocational education program, When the volunteer program has a
number of different assignmeits that do not require unique skills or expenience, group and pubhc
appeals may prove the most effect:ve means for recruiting volunteers. Cn the other hand, when a,
limited number of volunteer assignments are currently available or when specific skills are needed
that are possessed by only a very small segment of the community, an individual or targeted gr0up
approachyto recruitment is likely to be most effective.

The effectiveness of varibus recruitment strategies was reflectéd in the results of a 1981 Gallup
survey of volunteers. Of a national sample of 843 persons who participated in volunteer activities—

o 44 percent first I}ecame involved because someone asked them to volunteer;
\\‘ . ‘ ‘
* 29 percent had a family member or friend involved in the activity or benefiting from it, -

.,

s 3 percen{ became invoived thr0ugn their partictpation in an organization or group, and

* only 6 percent of the sample first learned about the voluntéer activity through radio, tele-
“vision or{printed sources ("The 1981 Gallup Survey on Votunteering” 1982). !

\ L
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These results support the findings of others that personal or direct contact with prospective volun-

teers isthe most successful approach for recruitment {Davis and Magulre 1977, Levine and
Schmitz 1873).

lanning, organization, and coordination are three essential ingredlents in the successful
implementation of a volunteer recruitment program. The time and strategies for recruitment will
need to be planned to correspond with the operational cycle of the vocational education program
and its needs for volunteer assistance. Recruitment strategies will have to be considered in light of
their potential effectivenass and the resources available for recruitment. Recruiters will need to be
identitied and trained, and someone—most likely the director of the vocational volunteer
program—will have to assume primary respons:pnltty tor coordmatmg the recruitment effort.

-

s

Screening and Selection of Appllcal:lts /

A successful recruitment campaign can result in the identification of ndmerous individuals

who express an interest n serving as vocational volunteers. Once thosé individuals are (dentified. &

screening and selection process 1s used to determine which of the prospects can meet the basic
critenia established for selecting volunteers. In some instances, setecthion and placement of volun-
teers can take place at the same time. Nevertheless, selection {or screemng) of volunteers is a
necessary condition prior to ptacement, .

PN

1

The use of a screening and selection process should not be considered inappropriate simply
because the apphcant s offering {0 provide voluntary services. A screening process can be as
advantageous to applicants as it 1$ to the volunteer program. since 1t can prevent apphicants from
entering a situation in which they would not be comfortable or satisfied.

In & direct recruitment campaign, where prospective volunteers are mnhglly contacted directly
by a recruiter. a preltminary screemng of prospects can be performed by the recruiter. Through
interaction with the prospect. the recruiter may learn that the individual 15 not walling to make a
firm commitment of ime or lacks som# Basic quabhication. If so, the recruiter can discregtly screen
out the prospect by refraining from inviting the indimidual to apply for a volupteer assignment.

The screening and setechon of apphcants who respond to an indirect .recruntrnent campaign
are usually performed through a scheduled interview. following receipt of an application form. For
each apphcant. tme must be allotted to interview the prospect in order to determine whether the
individual would make a good.volunteer, and what assignment(s) best )t the applncant s interests,
abilities, and time schedule.

Regardiess of how the applicant has been idenhfied. specific quahhication standards. or cnite-
na. will need to be determined for screemng and sélecting apphcants. The standards should reflect
school or institutional pohicies. the goais and objectives of the vocational and volunteer programs,
and the desired quahfications of indimiduals who will be interacting with students. instructors,
administrators, or other members of the vocationat education staff. .

- Orientation

Vocational volunteers usually need onentat:ion (and sometimes training) prior o beginning
their assignments Orientation provides volunteers with information on—

25
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. e the purposes and goals of the Yocational volunteer program;
L] St ) - .
® school policies and rules pertaining to volunteers;
® the role, rights,'and responsibilities of volunteers; and
* procedural aspects of volunteering (such as how to sign in and out, where to park. whom
¢ to contact if they cannot report as scheduled, pnd where to go fof assistance, should it be /.
needed). . ’ ' )
Orientation of the valunteer can be conducted in either a one- or two-stage process, depend-
ing upon the organization of the vocational volunteer program. Where the volunteer program 1s
confined to one vocational school or institutian, a single orientation session can be conducted at
that setting However, where the volunteer program is serving a number of schools within the dis- .
~ trict. a two-stage orientation is recommended. The first of these orientation sessions would be at
the district level, whereas the second would be at the school or institution where the volunteer is .
assigned. The major advantages of a two-stage orienfation are that—
" e fewer orientation gessions are required to cover topics of districtwide applicability,
* less stalf time is required to conduct the orientation sessions; and ’
] T
e volunteer$ are provided an opportunity to meet other volunteers. . “ ’
‘The advantage of a singte-stage orientation s that sessions are easier to schedule on an as-
needed basis, - :
. . .
If orientation is to be offered in two stages, the first session should focyg on topics of general
apphcation to all vocational volunteers. Suggested Tﬁ’lcs for the f'lrst onefatiolsession are as
foliows:
- e Phitosophy and purpose of the vocational education progra‘m
®* Goals and objectives of the vocational votunteer program
b4 .
e (Organization of the vocational volunteer program
e State and district policies concerning vocational volunteers
' ® Financial and legal responsibilities of the district
/ rd
* Roles, nghts. angd responsibliities of volunteers
. ® Orientation at the schools
- L ] ’ . . -
o The second phase of orientation, which should be offéred.at the school or other location
where the volunteers will be working, would,focus more specifically upon their specific assign-
ments and the setting Items to be covered during the second phase of orientation might include .
\ the follow}r_lg: ) .
. o Onentation to the setting's facitities -
?" .
. ‘ -
) b
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® Location of parking areas.’cafeteria._restrooms. smokirg areas, and sign-iprecord

. T

s School policies and rules ‘.

® Fire and safeiy procedures ’

®* Recommended attire (if applicable) . -

' . L .
* Intreduction of the volunteers to members of the paid and volunteer staff with whom they
will be working ,
Handouts and audiovisuat aids should be prepared for regular use in coﬁducting orientation
sessions. Handouts might cover theYollowing topics: ‘

® Orientation to vocational education

N +
P Purpose and goals of the vocational volunteer program
i »
* School board or institutionat policies regarding volunteers
18 ’ ‘
¢ Guidelines for vocatiopal volunteers

e Descriptions of selected vocational volunteer assignments

These materials are often incorporated into a volunteers’ handbook that 1s distributed at the orien-
tation session”

a

N Training

Training—usually preservice—:s intended to provide volunteers with specific skills or knowl-
edge needed to perform assigned duties. Training 15 required to the extent that volunteers do not
already possess the skills necessary to-perform their volunteer assignments and feasible to the
extent that volunteers are willing to make a commitment to the program that justifies the traiming.
Training can be offered 1n either an individual or group setting. An individual approach 15 much
easier to scheduie (in response to an individual volunteer's entry into the program). but r
more staff involvement and does not provide yolunteers with the opportunity to interact yith othe
volunteers. However, individualization allows volunteer training to focus specifically on thdwidua
needs. ‘ PR )

Group methods for training volunteers involve conferences. skills workshoﬁs. courses or ;mnh
courses. lecture-discussions. and so forth. The best approach for your program will depend on [
such factors as—

-

* _the number of volunteers to be trained.

|

® thesimilarity of their training needs.
" L
® the resources available. and

]

~ ® the complexity of the skitls to be acquired. .
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Placement ‘ \
_Placemerit occurs‘when a volunteer is assigned to a specific volunteer position. Depending on
the positions available g the time of screening and selection, placement may occur immediately,

' \ Or the volunteer may he asked to wait until an appropriate position becomes available. v
\ The placement process begins with a request for volunteer services from a member of the
"l school staif The request is matched with the qugliﬁcations of available volunteers, detgrmined
through applications and intetviews. Among the factors 10 consider in making placements are—
\ ' . ) H H 3 y ‘-ﬁ
. ® the volunteer’s skills and interests,

- ]
%%é{ time requirements,

7 1 * scheduling, , L. -
® commuting distances. and
* potential transportation problems.

The volunteer who apprears to be best suited for the assignment 1s then contacted and offered
the position. If a qualified volunteer 1s not found among the apphicants. the request for volunteer
services should be referred t0 recruiters, . ’

When a qualified applicant accepts the assignment, the volunteer office should notify the stafi
member who will supervyse the volunteer. A time and location should be established for the super-
visor t0 meet with the volunteer. The voiunteer office should then mail a confirmation of the
assignment t0 the volunteer along with— ‘ . '

® ajob description,

* the time and place &f orientation, Y
® the schedule for the assignment.

' ®* the name and location of the person t0 whom the volunteer should report. and

® . the time and date of lhe appointment. . //

Every volunteer program is hikely to be confronted with the situation in which an opening can-
not readily be filled In some nstances. it 1s possible to provide otherwise qualified volunteers with
training that will enable them to perform a specific assignment. However, if there 15 sOme doubt

/ about the suitability of the placement. it 1s generally preferable to continue thé search until the
right volunteer can be found. Placing the wrong‘personr:n the assign rngql;s/likely to jead to dissa-
tisfaction on the part of both the volunteer and the person who s being asEisted. Thus. an inap-
propriate placement can cayse more problems that it solves. s

= . .

L] L}

Retentlon

For the volunteers. the rewards of volunteering are denved IargEly from the personal fulfil-
iment of thewr unique needs and nterests. Intervsewing volunteer applicants should serve to iden-
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tify those needs and interests, and placement should strive to fulfill them. Professional people and
craftspersons who want to utilize their special skills as volunteers shouid not, for example, be
placed in assignments that do not require their skills. It is far better to develop appropriate
assignments of to pursue new possibilities for utilizing volunteers’ unique skills than to place them

in positions in which they have no interest. In such cases. the volunteers’ services will undoubtedly

. belost as their interest wanes. .

-

The placement of a new volunteer into a vocational volunteer assignment can mark the begin-
ning of an extended and rewarding relationship tor all parties concerned, or it can rapresent the
beginning of a brief and dissatis{ying experience for the volunteer. Sound placement procedures
are vital to the retention of volunteers, However, a continuing effort to reinforce the volunteer rela-
tionship ahd recognize volunteers’ contributions is also crucial to the retention of voliunteers.

- .

Successtul retention of volunteers should be viewed in rr-.-aT)t?on to the volunteers' fulfillment of
their commitments to the program. Certainly. volunteers do not expect to be involved in the voca-
tional education program forever. Rather, they accept an assignment for a specified time, after
which they should feel a sense of achievement. whether or not they decide to continue to volun-
teer The volunteer relationship should be structured so that volunteers do not feel guilty when
they leave the program. and the paid school staff do not feel that they have failed whenever a
volunteer resigns Given this perspective, retention should be viewed as providing volunteers with
the support, opportunities, and reinforcement they need o complete their assignments
successfully. ’ .

Informal and formal evidence of recognifnon and appreciation for the volunteers' assistance is
extremely important in retaining volunteers. Informal recognition and appreciation cofe primarily
from the immedate supervisor of the volunteer and the other people with whom the volunteer is
working Among the informai methods that school personnef can use to express thewr appreciation
to volunteers are the following:  * ’

-
¢ Asking the volunteer for advice on problems
. ' ~
¢ Taking time to talk with the volunteer ‘

¢ Expanding the volu nteer's responsibilities commensurate with his or her capabilities and
interests s ?

¢ Sharing books, journals. magazines. and other resources with the volunteer

-

¢ Taking part in less desirable tasks with the voluhteer

¢ Sending greeting cards to the volunteer '

-

. Treating{the votunteer to lunch. a soft drink. or coffee

‘)*

¢ Alerting the voiunteer to upcoming school or community events that might be of interest
¢ Saying "thank you,” or "you're doing a greai job™ 1 . .

¢ Pointing out the contribution the volunteer is making
8
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More formal methods of mwdmg recognition and evidence of appreciation should be spon-

sored and supported by the Jﬁyocatlona} volunteer program as well as the vocationai education staﬂ ,
Among these more formal.methods are the following: . ’ .

-

Awarding speclal cnahons for volunteers’ sery \)/\the vocauonFT education prograa

® Conducting districtwide.recognition events, . j
N N . ) i .

B

v ® Holding annual recognition dinners

Providing volunteers with free passes to school-sponsoréd events

-

¢ Awarding plagues o groups. businesses, or organ:zahons that sponsot.vo!untears or oth- A
erwise support the program . , >
™ When the services of a vocational voluhteer are provided by an agency or business, both the .
organization and the volunteer should be recogmzed for ther ass.stance to the vocational educa- .
tson program. - ) ) ,
’ ’ r 2 . Ll
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| 'RROGRAM EVALUATION -~ .~ -,

= / ‘ ' - -‘%‘; . ‘ )

Evaluatlon of the vocational volunteer program should be desig‘ned to {1) prowde |nformahon
on which to base dacisjons concerning program operations, and {2} demonstrate.the impact of the
program to school board mambaers, school parsonnel, voluntears, cbmmunity groups, potantial
récruits, and other contributors to the program. The decision-making component of.evaluation
serves to maximize the |rnpact of the program. given axisting resources. The demonstration com-
ponent mfluences the future expanditure of financial and human resources for program purposes,
Givan this duaJ. thrust of the evaluation, two typas of information will be needed. Those indi-

s responsible for the planning and operation of the program will need information for use in
monitoring the progress of the program in relation to its'goals, objectives, ‘and planned activities.
Policymekers need information that will allow them to.review the benefits and costs ofthe -
program, ! .y '

% - -
"« Moniltoring Programress . =) g ,

During thelplanning stage. activities-are planned to achieve each volunteer program objective.
During the implementation siage. the monitoring?omponent of evaluation focuses on those active
ties so that deviations from the planned activities can be identified and corrected, if neceSsary.
Thus, the menitoring component keeps the volunteer program director informed of progress
toward ob;ectwss )

" The selaction of appropriate measures of prQgress is vital to the successful development and
utilization of a program-monitoring system. Measures must be selected that program decision
makers will accept as valid indicators of performance. This can be accomplished by raviewing

¢

each mrogram component and identifying success inditators. The indicators become the perfor- P’

mance measure for monitoring progress. The procedure by.wh:ch the measurement will be made
shouid be determined with due consideration for the resources necessary to ¢ollect and process
the information. . , .

- -
.

Moqgitor g tpe prog\'arn $ progress ‘need nofrequire an extenswe data collectlon affort involv-
ing staff, students, ard voluptears. On the contrary, the emphasis should be on recordlng the activ-
ities that have occurrad. Perhaps the short-term outcomes of those activities can also be noted.

The central concernin monitoring program progress is (1) to determine if therﬁrograrn is proceed-
ing as plannad and (2) to identify activities that need modification. p ;
: -7 »~
) ’ :'/ @
Evaluating the Effects of the Progr,a ¢

The monitoring of the program's progress.can serve to |dent|fy strangths and hmitation in :ts
tmptementatlon However, evaluating the effects of the program goes beyond the scope of the .
program- rnonitoring system. This component of evaluation is desngned to determine the extent to -

. ) -

-
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which the program has achwed its mtended outcornes and to enable staﬁ tq prepare a new ptan ;
Bas‘ed on the findings. ~ . .

Atthe heart of a me&ningful evaluatlon are predetermined goals and objectwes that specify
. the results the program is intended to athieve. The effofts expended to recruit, orient, ‘train, place.
) and supervise vocalional volunteers should ptoduce resutts that justlfy those efforts.  ~

-

o How have students, instriictors, adrnmtstrators. and the cornrnu nity bensfited from the
wooatuonal votunteer prograrn'?

v Wgr‘q those benefits cancidental or can they actually be attributed4o the volunteers'
- involvement? i ° '
. s LY
c By (1) establishing measurable objectives for the program priof to its implementation and {2)
designing an evaluation plan in advance. the results or benefits of the program can*be determined .
with some certainty.The funJungs of the evaluation can then serve as a basis for decisions {
designed to improve program effectiveness. Of course, if the result's do not justify continuation of
_the program, thig information may become the basis Yor a decision to terminate the effort.

This discussion is not intended to treat extensively the complex topic of program evatuation,
Numerous resources are available to guide}'pu in developing an evalyation plan for your part:icular -
needs However, you should begin planning for.program evaluation very early in the planning
_stage or you may find that you are. not prepared to conduct an evaluation that can demonstrate o
program impact. It is also important to recognize the difficujty of establishing a direct connection
; between the use of volunteers and student achievement. To hso. it is necessary to determing
\ (1) which students were assisted by volunteers, (2) the nature of that assistance, and (3) how much

assistance volunteers provuded Trns requires more extensive record keeping thah is usually.
I possible - > v /




CONCLUDING COMMENTS o

u-" J."

. As budgets for vocational education continue to suffer undér the strains of fiscal austerity, it

&

will become more and more important thet alternative resources are located to assist vogational
educators. Volunteers and other community resourogs are utilized extensively by a wide vartety of
public agencies. Vocational education generally is not making thegest uge of volunteer resources
at present. . ; ot :

L]
; +

The contributions that volunteers can make to vocational education will not be reafized until

vocational educators make a concerted attempt 1o utilize community resources it more effective

_ ways. The opportunity to do so gxists, however, the decision to make increased use of volunteer

resources carries with it responsibility. Thekled)that people are donating their ser¥ices makes it
especiaily important that they be used to best advantage, This requires planning, o;gariization:l.
procedures for implementation. and evaluation.

. ‘Additional resources and expertise are not the only benefits that can be expected to result
from a well-pianned and organized vocational volunteer program. whan this groundwork for.
volupteer programs is carefully faid, the community’s involvement in vocational programs can’
grow rap:dly and the school or institution wil} have helped create an itformed pubhc that s willing
to take a stand 1n its behaif. This proved to be the case at two of the four previously mentioned
vocational volunteer programs. At one of the sites, volunteers worked with school board members
to gain their support for a new districtwide occupational education center. At a second site, volun-
teers from business and industry worked with school officials and board members in developing *
systeinwide recommendations for the expansion and improvement of vocational education,

2
Clearly. volunteers can make a significant contribution 10 the program improvement efforte of
vocational educators. Carefully conceived. planned, and admin:stered vocational volunteer.pro- -
grams can offer a return on efforts far exceeding that of many other £ses of program resources.

»
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